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HKQHD0 MANAGEMENT SURV EY REP ORT 
OF THE OFFICE OF CENTRAL REFERENCE 


I PURPOSE 

To prepare a records control schedule covering the disposition of all 
records of the Office of Central Reference. 

II BACKGROUND AMD APPROACH 

At the request of the Office of Central Reference , a records management 
survey vas conducted tq of the Management Staff. The 

survey began on 15 April iy>c ana was completed on 17 April 1957. The 
survey consisted of an item-by-item inventory of the records holdings 
In each organisational element of the Office, and obtaining information 
frees responsible administrative and operation officials as to the use 
and value of each category of records. 

Based upon the Value of the records placed on them by these officials, 
evaluation criteria established by the National Archives, and precedents 
established in other offices of the Agency for similar records, a pro- 
posed schedule for the timely disposition of each record series mis 
prepared and admitted to each component of the Office for concurrence. 
Proposed retention periods vere adjusted until everyone was in complete 
agreement and signatures of the organisational chiefs were obtained. 

The schedule was then submitted to the Assistant Director for approval. 

III APPLICATION OF APPROVED SCHEDULES 

The OCR schedule, as approved by the Assistant Director, has been reviewed 
by the Records Management Staff and is approved for full application of 
the disposition instructions contained thereon except for destruction 
action proposed on certain items. {See list of items attached to 
schedule) . Steps are being taken to obtain the necessary legal authorisa- 
tion for the destruction of these excepted items whereupon you will be 
notified immediately. However, it is pointed out that a schedule only 
gives legal authority for tee destruction and retirement of records 
and all actions taken under this authority oust conform with existing 
security regulations of the Agency. 

IV FINDINGS 

Statistical information developed from the records control schedule shows 
that the Office of Central Reference has records holdings totaling 27,209 
cubic feet, categorized into 491 separate record series, and housed in 
filing equipment having a replacement value of over $600,000, (See filing 
equipment inventory attached as Exhibit No, 1.) This is significant in 
teat OCR records represent kjj of the total volume in the BD/l Area. 
Therefore, the effectiveness of the records management program in the BD/l 
Area is incumbent upon good records management practices in OCR, Of the 
total OCR records, 22,928 cubic feet consists of library material and 
register collections maintained primarily for servicing customers * requests. 
The remaining 4,281 cubic feet of records are those accumulated in connec- 
tion with administrating, collecting, and controlling these large collections 
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She letter types of records fit well in established patterns for 
automatic cut-off, retirement, and disposal procedures as developed 
in the schedule . It is the other records, the largest by volume, 
where a records problem exists and where all techniques of good 
records management practices must be applied . it is also in this 
area where no precedent exists from which to draw on other Agencies* 
experiences and where reduction of volume by retirement or by micro- 
photography is basically determined by customer requirements . 

V ACCOMPLISHMENTS 


Puring the survey several problems arose which were considered pressing for 
immediate solution. In order to provide assistance to these areas when 
needed, other members of Records Management Staff and personnel from the 
Records Center were called on for help. With the full cooperation of OCR 
personnel we were able to accomplish the followings 

1. RECORDS RETIRED. Prior to this survey, not all components of OCR 
had taken advantage of the facilities offered by the Records Center for 
housing their Inactive files* In addition, large quantities of records 
acquired in groups from other Agencies were being stored in current files 
area pending time and manpower available to process these files into 
their own system. With the approval and cooperation of operating 
officials we were able to transfer a total of 1146 cubic feet of records 
to the Records Center. This was in addition to l4l<? cubic feet of 
records that were retired to the Records Center by (X® components during 
the same period. Now, all B1 vis ions and Registers of OCR are aware of 
the services available at the Records Center and are actively participating 
in a records retirement program, A suggested OCR issuance that would 
further assist personnel concerned with the retirement of records and 
their recall for current use is attached as Exhibit No. 2. 

8, RECORDS EESTRQIED. Many records are maintained by officials beyond 
their usefulness to the Agency because they are not aware that legal 
authority exists for their destruction or they are not aware that an 
office of record has been established elsewhere for the official record. 
Also they may often lack manpower to handle a large job of records 
destruction and keep up with their current work. With the approval of 
the appropriate officials we were able to destroy on the spot a total of 
306 cubic feet of records. An amount equally as large is estimated to 
have been destroyed by operating personnel as a result of recommendations 
made during the inventory. 


3* FILING SYSTEMS INSTALLED. Administrative files maintained at all 
organisational levels of OCR contain generally the same types of material. 
The files are usually maintained by Branch and Division secretaries and 



file system prescribed for this type of file in 9 locations in the 
Graphics Register, Special Register, and Machine Division, and trained 
personnel in their maintenance. 
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XN r TIATE]} * introduction of new filing equipment 

4 8 +* r ®!!£ with less floor spec© than 

H tS*!®??® 13 ae8lrable economic 

•t^polnt hat due to limitations on acquiring additional apace. A member 

^ our ataff prepared a study on the use of shelf filing in Biographic 

2Ei2ft»2 TtSST** 13 ®H. will consolidate all 

J£*KJS?. W fil f ng Bra ? and ln addition provide additional space 
?JT +?? tbe equipment will not exceed 

j** eafelneta that will be available for turn in. The 

$** * 1 *°,fr** a ajgproved on a test beats for installa- 
tion in one Branch of the Industrial Register . 

5. SUPPLQffiOTAL wmmmm STOCK isms. Adequate stocks of publications 
Iseuedby OCR oust be maintained to fill supplemental requests* Based 

tho r faC n^ 8 at a * eord ® Center on the number of requests 

^ b i ica JJ ons ' • tock level* have been established for 
SSK fi «* 1 ® ter Publication* • As a result, stock 
! t ^°* e office* have authorised the destruction of 

pu 5 i i catio ° 8 the Records Center and. In addition, 
^maren^fileB^Sea 8 * 4 fW aalRtainlng extra copies of publications 

u J^ccsesamricffis 

^^U h «hf~ r ^.ffv? ur / urvey# obher areaB of records management were 

e iaipro ^? eGts could ^*3*. As a result of these 
aa8lyelfl of the schedule, the following 
recommends tions are submitted for your consideration* 


SKJOBBB CONTROL SCHEDULE BE MCDIAKLY 

fhej^epMation of a records control schedule accomplishes little unless the 
dispositio n Instruction* which have been approved by all responsible officials 

and adhered to down to the lowest echelon. 
V^ tQT *L Records Officers and Administrators should use the schedules as 

TbTsTOl iLtSn a i? t ^ 1 r^K^ n ? r0 ivi 0 S 4 * 1 ® co?npliance approved policies. 
LjSffir 3t ^Lf£ tbe schedule then becomes a prime factor in promoting an 

rrST*J *4^^ 0iCa i r ?? orafl disposition program. The benefits derived 
fro® an effective records disposition program are many. Substantial 

^ ®° r ! ® cono ® lcsl «» of office space and file 

addition to monetary savings, application of the schedule 
insure# preservation of records aonsldered fermonantly valuable to the 

euriiJt use provide ® for orderly maintenance and management of files in 
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REC0RBS C<®TROL SCHEDULE HE BmsOB 
SBCBSSABY TO MAINTAIN THEIR CtJRSEHT STATUS 

refiect the function it performs and as these 
changatheechedule must be revised accordingly. New records are 
UJF c f eate < 1 not covered on the schedule. Records 

•arias which have been discontinued and either retired or destroyed should 
^Jko^ped from the schedule. Retention periods should be reduced on 

on'tSe**! *?J?® 8 ^ r ^ e i Cperi m? Ce 5“ Bh0wa that itema were over evaluated 
initial schedule. Therefore, in order to maintain an active 

aispositi^ program a records control schedule must be reviewed 
annually and brought up to date. 


indationHo 


- THAT PROCEDURES BE ESTABLISHED FOR COLIECTIHG 
’IC^L INFORMATION TO MEASURE THE EFFECTIVENESS QF THE 


RECORDS DISPOSITION PROGRAM. 

intangible benefits derived from a records disposition 
are •^•tantial accomplishments that can be measured in dollar 

** «■ operating p,opl. u veil 

ae the administrator and go a long way in promoting the program , in order 

5 m ^4 2*! ^ ngible he^fita of the OCR program, proSdSs shoSld 
be established to collect end compile the following information annually? 

period* y ° du3ne ( cu * ft *) of records on hand at beginning of reporting 

b, Volume (cu.ft.) of records transferred to the Records Center 
during reporting period. wenuer 

e, Volume (cu.ft.) of records destroyed during reporting period . 

d. Volume (cu.ft.) of records on hand at end of reporting period. 

mu8t h* collected annually by the Management Staff for 
id ln aM reporting the effectiveness of the Agency 

Mana gement Program. A suggested memo for transmitting the schedules 

and establishing a reporting system is attached as 2 5X1 A 


- THAT the agency file system outlined in hb 
ah ML administrative and subject files throughout the 


UTF1UJK, 


Vithln the Office of Central Reference, there are 37 separate sublect and 

■S t ^? tra ri 1 r t *2?* ® aiatallied the Chiefs of each organisational 
element. These files are maintained and serviced by secretaries aH 

v ? rioua chiQT * ’ Offices. The systems of "filing 
bu ^, fo T th ® BO * t I®rt, records are under some subject 
J? 3 !* 8 ®^ b" , *<^3 ft , subject numeric system for maintenance 
ty** ° f f tle (See HB| "Handbook for Subject Filing") and 

2**®, system has been inrwrcieu - nr Graphics Register, Special Register 
Machine Division, and Administrative Staff. By extending this system 


throughout the Office of Central Reference, benefits will accrue to 
peasant as well as future administrators through such standardisation. 

oL g ? ide . us * bl ® b y 811 Personnel and lessen dependence 

on a rev file clerks to locate papers when they are needed. Intr* -office 
transfers (and in many cases inter-office transfers) 
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of administrative end clerical personnel will cause no time lost in 
learning the different file systems of each organization. All new 
clerical personnel (awaiting clearance) in the Interim Assignment Branch of 
the Personnel Office are given a training course in tee subject numeric 
file system. The course is conducted by the Office of Training and covers 
five 40 -minute periods. In addition, all new personnel in grades through 
OS-7 are given a brief course in subject numeric filing under the clerical 
orientation program. Members of this staff are available to assist in this 
program. 



UTILIZED 


THE INDIVIDUAL PERSONNEL FOLDERS. 


Individual personnel folders sre maintained at all organisational levels 
sod duplicate the personnel folders maintained by the Administrative 
Staff. In addition, the employee 'a official personnel folder i# maintained 
by. the Personnel Office of the Agency. It is suggested that the personnel 
folders maintained by other than the Administrative Staff be discontinued 
and the vise of Employee Record Card, OP kb, be encouraged. The Employee 
Record Card is intended for use by operating officials as a basis for 
initiating personnel actions; recording personnel actions, training, and 
qualifications; and noting o ther info rmation needed In the management of 
personnel. Agency Regulatio n States that CP 4b is "the only 25X1 A 

supplementary record authorised hy the Office of Personnel vhiob nay he 
established by operating components". The cards may be maintained in 
pocket type visible files and will occupy less filing space in the office. 


Recommendation go , 6 - THAT THE REGISTERS CONTINUE TO DEVELOP AND 
iM UgH A PHflMt THAT WILL REDUCE FILE SPACE THROUGH MICROFILMING, 
RETIREMENT, AND UTILIZATION OF SPACE SAVING FILING EQUIPMENT, 


The proof that a Register performs the function for which it wea established 
is whether or not information or documents requested by a customer can be 
furnished . In order to meet the increasing requirements of the 
customers, new sources of information have been developed and the volume 
of files have continued to increase until all available floor space for 
further expansion is limited. The operating officials of the Registers 
are the first to admit that all documents in their files are not used 
and that some of them will never be used or needed by customers . Therefore , 
it is this group of never used documents and the seldom used documents 
that should be eliminated from the active collection® and removed from 
current filff area. Even if all inactive material could be removed from 
current files, the large volume of active files remaining will still 
present a space problem. It is in this area that the use of micro- 
photography and shelf filing would assist to reduce the space requirements 
for the Registers, In connection with this survey, as well s a overall space 
requirements for tee new Agency building, we have met with officials of 
Industrial Register to discuss informally a proposal we in Management 
Staff had prepared concerning the disposition of Industrial Card Files. 

(See Exhibit No. 4). Our proposal is only informal and was submitted to 
them as a point to start. Variations and detailed procedures should be 
discussed and worked out to the satisfaction of the Chief of the Register. 

We therefore, propose to work with each of the Registers towards the 
solution of their space problems. 
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Recotmoe 

W 

? ffice of Central Reference, daily work report# are being 
prepared by moat personnel. At each administrative level they are brought 
together, consolidated, and reported to the next higher level until they 

SJoS 1 is Z ’S^ir^ get ^ r ^ Staff where the OCR monthly activity 

‘ re#u } t tbl * ^Porting system, retained copies 
of feeder reports are being maintained at all levels of administration 

SSort L f ° r isclvjded on the conaolidated 

^ uires Si 1 !*! wrk reports to be **Pt for excessive 

c °?? olit!Ate ' 3 13118 t^en forwarded to the next level. 

Therefore, all reporting requirements should be developed from .the top 
downward. This will permit the destruction of feeder reports at each 

thTi.?L5?^ 0l J datlO ^ bai,ei3 * 5n thelr ®&»inistratiwe needs and prevent 
for. ttl0n of record8 on tb « r«aote possibility that they may be asked 

M/r^nnlnte K °. " ™ T INITIATE A J©4GRAin*9f TO ALL (FFICES OF 

ss^Tasa* 11 * w8ffii * bbiobi “ d 

?s. r i^T^i ■ass* 

£?? *55!JJ** * . 80256 of the hooks are cm definite loan from the Library. 

The major portion, however, are those which have been procured by the Library 

di re ^! nti0n by ^ ^questing Over a peiiod of years, 

f* 0 ® 6 individuals lave accumulated a large collection of library books . * 

dlil^refe^e^i?^*? ° Ut#ide the Llbrar i r passed their usefulness 
as a daily reference aid and in many cases are never used at all* Also 

books could he furnished by the Library on request as" 
r*an-! +« by the requestor in his own library collection. If the 

results of this memo should prove successful in the W/l area it ia suarested 

SSi IS lnni,tea for the ”“ u of 
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equipment inventory - ocb 


type 


shelves (1x3 Wood) 

Shelving (Wood) 

Shelves (lx* Wood) 

Selves {9 tt x36 rt Steel) 

8 dr, ISM Safe 

6 dr* Microfilm Cab, 

7 dr. Card Cab, (2 Tray 5x8) 
10 dr* Card Cab. 12 Tray 3x5 
10 dr. Card Cab. (2 Tray 5x8 
5 dr. Card Safe 

32 Tray Card File (5x8) 

5 dr. Map Case (Wood) 

5 dr. Map Cab. (Metal 
15 dr. Map Cab. (Wood 
Kardex Safe {--) 

Kardex Cab. 

Kardex Cab, (Wood) 

Tub Files (Card Trays) 

32 Tray, IKS (Verticle) 

10 dr. IBM Cab* 
gafti-Stak (3x10) 

3 dr, gafti-Stak (3x10) 

2 dr, Safti-Stek (IBM) 

15 dr. 3x5 (Wood) 

* dr. 3x5 (Wood) 

* Tray IBM ( Verticle) 

2 dr, 5x8 Cab, 

Elevator Safe 

dr* mi Cab. 
dr. IBM Cab. 

2 dr* Vault Safe 
Flexoline Stand (Floor) 
Flexoline Stand (Desk' 

2 Tray Card Cab. (5x8 
2 door Mosler Safe 


t 


TOTAL 

UNITS 


* dr. Legal Safe 

698 , 

* dr. Letter Safe 

*5 

* dr. Legal Cab. 

60 

* dr. Letter Cab* 

25 

5 dr. Legal Cab. 

238 

3 dr. Letter Cab; 

2 

2 dr. Legal Safe 

8 

5 dr. Letter Cab. 

15 

Bookshelves (Class Front 

*62 


1*8 

96 

98 

6009 

126 

21 ? 

8jj 

252 

1 

1 

17 

1 

23 

3* 

5 

12 . 

32? 

612 

180 

192 

2 

* 

10 

8 

2 

123 

1*2 

1 

3 

10 

10 

1 


10,235 


EXHIBIT NO, 1 


UNIT TOTAL COST 

COST 


3*5.00 

289.00 

*7.50 

**,50 

56.50 
*0,00 

235.00 

59.00 
2* .75 

6,00 
2 *00 
8.00 

7.00 
*58.50 

127.50 

91.00 

102.75 
.125.00 
3*5.65 
2*0,00 

60.00 
88 . *0 

105,00 

*33.80 

255.50 

100.00 

150.00 
2 * 0,00 
106.70 

*.15 

12.00 

8,00 

65.00 

11.00 

30.00 
13.5c 

1950.00 

100.00 

82.00 

250.00 
40.00 

117.00 

5.50 

106.75 


$2*0,810.00 

13,005.00 

3 , 230.00 

1,112,50 

13.356.00 
80.00 

1,880.00 
885.00 
1*, 668 .50 

888.00 

192.00 
78*. 00 

*2,063.00 

57.771.00 
1,1*7,50 

19, *7*. 00 
8,528.25 

500.00 
87,103.80 

2 * 0, 00 
60.00 
1,893.80 
105.00 



500.00 


1,800,00 

3.120.00 
34,570,80 

2,539*80 

2.160.00 

1.536.00 

130.00 

**.00 

300.00 

108.00 

3.900.00 
12,300.00 
11 , 6** .00 

250.00 

120.00 

1 . 170.00 

55.00 

106.75 


$60*, 796. 10 
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QFFIC® OF CENTRAL REFERENCE 

SUBJECT: Retirement of Records to the Agency Records Center and their 
recall for current use. 


X, fhe instructions outlined below will be followed when retiring inactive 
OCR records to the Agency Records Center: 


A. MATERIAL OTHER TEAS TOP SECRET 


25X1 A 


1« Supplies of the following forms may be obtained from the Building 
Supply Office or from the OCR Records Management Officer 


a. Form No. 140, Records Retirement Request . Part I of this 
form will be completes hy the retiring office . An original 
and three copies will be forwarded to OCR Records Management 
Officer . 

(l} Job Number, A job number is required for each separate 
group of ifecorSs being retired. This number may be obtained 
from the OCR Records Management Officer. 

/?') neflorlntion of Pile Series, Insert a brief description 
of the" Records helrtg' retired ’ *fhis ascription will be taken 
from the approved records control schedule and will include 
the schedule and item numbers, record series title and deserip« 
tion, end the inclusive detee of records being retired. 

b. Form No. lUOa, Records Shelf List. The use of this form is 
optional . It should be used! when the retiring office wishes to 
hive a more detailed listing of the material being retired than is 
indicated on For® Ho. 140. When it is used, it should identify 
the contents of each container by Hating the subject or title 

of each folder or document contained therein. An original and 
one CO py vill be forwarded to Administrative Staff with Form No. 

ikO » 


Form No, 


Box Label. One label should be 


attached to theupper ierV'corner of the small end of each 
container. The number of each container and ita relation to the 
total number of containers will be indicated on each label, e.g., 

1 of 5, 2 of 5* etc, 

2, Corrugated, fiberboard containers, measuring 15" X 12" X 10" will 
be used for the retirement of legal or letter size records, ^ch 
container bolds one cubic foot of material, or one half of the contents 
of a legal size safe drawer. Unassembled containers can be obtained 
from the Building Supply Officer. To assemble the containers, secure 
the bottom with 3* paper tape that can also be obtained from the 
Building Supply Officer, 

3. Records should be placed in the containers in the same order in 
which they have been arranged and maintained in the file cabinets . 

Bo not pack the containers too tightly. 
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After the containers have been pecked, they should be sealed 
and placed with the outgoing mail for pick up by the couriers 
for delivery, to the Agency Records Center. It ia important 
that these containers be ready before last pick up of the day 
ia order that they may be stored in a secure area overnight. 

5. Special arrangements for the packing of odd sise material such 
as maps or card sire records will be made with the Are* Records 
Officer. 


8. TOP SECRET MATERIAL 


1. Top Secret material in OCR normally win not be retired to the 
Agency Records Center » In those cases where it is necessary or 
desirable to retire Top Secret material which is integrated with 
material of a lover classification in a file series, special 
arrangements will be made with the OCR Records Officer to retire 
this series . 


H* Reca lling records from the Agency Records Center or requesting informa- 
tion rt*0© or about a fiocuxsent can be expedited by observing the following 


Use form Ho, 490, Records ^ Center^ Service Request 


^ suilding Supply Officer) for all routine requ, fteTor 

docuraente from the Records Center. Follow instructions on the form for 
completing and send by courier to "Records Center". Routine requests are 
serviced promptly and documents are normally supplied within twenty- 
four hours. 


B. 

_a 


BEQUESTS. If documents at the Records Center are needed within 
few h ou rs, special service is available to handle urgent requests. Call 
f na furnlBh the Bam information requested on form No. 490. Also 
state the time that you need the documents. This Information will be 
immediately relayed to the Records Center and documents will be forwarded 
on the next courier run. Expediting this type of request places extra 
demands on courier personnel, center personnel and the communication 
system, so it is desireable that this procedure be used only when 
need of documents is urgent. 


c * INFORMATION R&jUSSTS . When a requestor rants information from or 
about a aocu gg a t l n_the Records Center forward the request on form No. 
490 or call 1 1 “ ■■ •• 


depending on the urgency of the request* 
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SUBJKJTs Records Control Schedule Ho. 2k -56 


■ L * Att ± ched is Seconds Control Schedule covering the records of your 
component. This echedule was prepared by the Records Management Staff, BD/S 
and approved by the Assistant Director, Central Reference . 


t. This schedule should be used to effect appropriate disposition of the 
records in your component. The item numbers identify major aeries or categories 
of records which should cover all or most of your records. The destruction or 
, °f the records should be in accordance with the "Disposition Instructions" 

in the Record# Control Schedule except that destruction action proposed on certain 
item numbers listed in the front of your schedule must be temporarily delayed 
pending legal authorisation. J 


, 3* Although the schedule la mandatory it is not inflexible. Changes can be 
« 0Ur ’ 811611 changes however, should be requested in writing through 

the OCR Records Management Officer so that all legal aspects may be taken care off 

In order to provide the Management Staff with a report of the volume of 
records destroyed In OCR under authority of the schedule, a report of any 
destruction will be made to the OCR Records Management Officer. This report will 
be In writing and will cover the following! * 


a. Amount of material in linear feet, or inches. 

b. A general description of the material as given on your 

Records Control Schedule i.e.. Subject Piles, Source 
Material, Reference Publications, Intelligence Reports, 
etc . ' 


c * type of material (cards, correspondence, documents, 
etc.) and 

d. The item number on the schedule under which the records 
were destroyed. 


A report should be made only when the amount of material destroyed is approximately 
°** ^ n ® ar f00t or ®ore. Only that material which is actually part of a file 
should be reported. Individual documents which are destroyed on a dally basis and 
which never become part of the file series should not be included. 


5. A negative report, if applicable, is required from your components 
(branch level and above) at the end of each quarter. 

The Office of Security has granted an exception to the requirement of 
Logging the destruction of individual eecret and confidential documents providing 
a record of the material destroyed la maintained by category of material, file 

5 ub l 8Ct x 0r ,°t h t r meanB of identifying, by general description, the nature 
and kind of material destroyed. Reporting the destruction of material es required 
in paragraph k above serves to fill this requirement. q 


EXHIBIT HO. 3 
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PROPOSAL? Industrial Card Piles 1 5 1 957 

1, Piles in all Branches he cut off at the and of 1952 and all material dated 
1952 and prior he transferred to the Records Center in hard copy . 

This will move the major portion of low level material out of the current 
files "which contain higher grade and more selective material. Approximately 
750 cubic feet of files would he transferred to the Records Center releasing 
75 safes and 600 square feet of floor space for other use. It is important 
that tbs cut-off date he made across the hoard with as few exceptions as possible 
in order to facilitate the point of search. This material could he recalled 
by individual documents or by plants for temporary reference purposes , Also 
baaed upon use or need could he recalled on a permanent transfer basis for inter- 
file in t he current file. The various machine listings available to the analysts 
show a listing of all documents filed under each plant which in turn would 
serve as an index to what is at the Records Center and what is in the current 
files. Copies of these listings should he furnished to the Records Center. 

2. Piles in Branch X dated 1953 through 1956 he microfilmed and placed in film- 
sort Jackets. Bard copy of this material should he transferred to the Records 
Center. 

The original negative should he kept in the current files and used in lieu 
of hard copy. A copy of the negative should he made for VM storage. 


3. Tests in the uee of shelf filing he continued on a concurrent basis with 
the test of microfilming and retirement of documents. 

Hard Copy files accumulated in Branch X during 1957 he filmed during 1958* 


Original negatives should he retained in current files and hard copy trans- 
ferred to Records Center. A copy of the negative should he made for PM storage . 


5. During the latter half of 1958, based on experience from the use of microfilm 
end recall of hard copy from the Records Center, decide on one of the following 
actions 1 


(13 If microfilm proved completely satisfactory, destroy all hard copy in 
current files (1953-1957) and destroy hard copy annually after each 
proceeding year has been filmed. Retain film in current files 
indefinitely. If material at Records Center (1952 and prior; is to he 
retained over 10 year®, microfilm it. 


(2) If microfilm is only adequate for older material destroy only 1953 hard 
K * BOVV efts* microfilming end retain film In current files. This will 

maintain a 5 -year level of hard copy in current files and that material 
over 5 years would be maintained on film. 


(3) If microfilm is inadequate, and it is found that uee of material over 5 
years old retained at the Records Center is satisfactory, then establish 
an annual cut-off and retirement plan. This would maintain hard copy 
in ourrent files for five years. (5-year level). Microfilm should be 
discontinued (unless it la necessary for VM storage } . If shelf filing 
has proven successful!, then convert all files to shelf files* 
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